
When you are logged in, you should have the following options in the left hand navigation bar. You will 
want to click on My Account, which is highlighted below.  
 

 
 
Once you are at the My Account screen, scroll to the bottom and select “Email Notifications and NIGP 
Codes.”  
 

 
 
  



Once there, the important thing you have to do is click on “Edit” to change your checkboxes.  
 

 
 
This will then allow you to check the boxes. You will want to click “Update” to save the changes.  
 

 
 
  



If you select “Goods & Services, Technical Services and Other,” you will also want to select NIGP codes.  
These are commodity codes that represent the sorts of goods and services the County might purchase. 
To select them, click “Update Codes”.  

 
This will take you to a screen where you can search the NIGP codes in different ways.  
 

 
When you find the right NIGP codes, you will want to check the box next to them and click “Save NIGP 
code changes”.  

 


